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LTS OF POSITION (if this position is announced at muitiple grade levels, these duties describe the full performance level; at lower grade levels the duries may very slighity and will be perfornied under somewhat
claser supervision. }

Serves as Secretary (OA) to the Assistant General Counsel for
Administration, Office of General Ccunsel.

QUALIFICATIONS REQUIRED fif the position is ennounced at multiple grade levels, these gualifications describe the full pesformance fevel, wnless otherwise specified. The position deseripion, inmediaie
supervisor, andlor NRC Manual chapter and Appendic 4108 can be consulied for more detailed qualification reguirements andfor interpreration of quatifping experience.)

Candidates must have at least one year of specialized experience at the
next lower grade level or equivalent.

SPECIALIZED EXPERIENCE is experience which demonstrates the knowledge,

skille and abilities to perform a wide-range of secretarial and
adminigtrative duties.

RATING FACTORS {dpplicants are strongly encouraged to submit a statentent addvessing the Rating listed below.)

APPLICANTS ARE ENCOURAGED TO ADDRESS THE RATING FACTORS LISTED BELOW:

1. Demonstrated proficiency with microcomputer-based word processing

systems, including Wordperfect Office (Wordperfect, Appointment Calendar,
Email)
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RATING FACTORS - CONTINUED

accomplishments which demonstrate your knowledge of and ability to
utilize the features of Wordperfect OCffice and any other office
automation toolg. What were your duties and respongibilities?)

2. Demonstrated ability to work efficiently in handling multiple
assignments with competing priorities, often with minimal guidance and
under considerable pressure to meet tight deadlines.

(EXAMPLE: Describe specific situations that required you to balance your
worklecad during times of competing priorities, tight schedules,
deadlines, etc.)

3. Knowledge of proper grammar. spelling. punctuation, and all
applicable NRC correspondence procedures sufficient to prepare and review
outgoing material for correctness, proper format, and completeness.

(EXAMPLE: Describe specific work experience, education, and training
which demcngtrate your knowledge of proper grammar, spelling and
punctuation. Describe specific work experience that requires you to
apply your knowledge of NRC correspondence procedures. What is your role
in assuring that outgoing documents are correct and in the proper format?
What type of documents do you routinely prepare and/or originate?)

4. Demonstrated ability to provide administrative support in a variety
of areas (time and attendance reporting, travel, etc.)

(EXAMPLE: Describe specific work experience, training and developmental
assignments which demonstrate your ability to apply policies and
practices pertaining teo office proceduresg, such as time and attendance
and travel. Describe your experience establishing and maintaining office
files. Describe the types of groups you have supported and for what
purposes.)

5. Demonstrated ability to deal with individuals at all levels using
tact and diplomacy.

{EXAMPLE: Desribe the various levels of individuals you interact with
and for what purposes. Provide examples of specific assignments which
required vou to work in a team environment.)

NOTE: Breadth, recency., and length of experience in the field; training,
awards and commendations; past and current performance; and community or
outside professional activities will be reviewed as they relate to each
of the above factors to determine the level of knowledge, skill or
ability of candidates.
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EXECUTIVE AGENCIES ARE PROHIBITED FROM ACCEPTING CR CONSIDERING
APPLICANTS FOR COMPETITIVE APPOINTMENTS OR POSITICNS BASED ON POLITICAL
RECOMMENDATIONS FROM MEMBERS OF CONGRESS, CONGRESSIONAL EMPLOYEES,
ELECTED STATE OR LOCAL GOVERNMENT OFFICIALS, AND POLITICAL PARTY
OFFICIALS. SUCH OFFICIALS MAY ONLY SUPPLY STATEMENTS REGARDING THE
CHARACTER AND RESIDENCE OF THE APPLICANT.




